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Langdon High School expanded its offerings in business education 
for the 1973-74 school term to provide a vocational office education 
program. At the same time, the entire high school curriculum was 
revised to include many courses of 9 aad 18-week duration. Also added 
to the vocational offerings were courses in trade and industry and 
health occupations.
The Langdon Public School District has experienced about a 35 
percent increase in enrollment as a result of federal construction act­
ivities associated with the anti-ballistic missile system. The effect 
of this increase on the enrollment in the business subjects required 
the expansion of the department from one full-time teacher in 1970 to 
three full-time teachers in 1973-74.
The combination of limited space, scheduling problems, the total 
number of students enrolled in the school system for the first time, 
and the low number of students with adequate background for advanced 
study resulted in the advanced typewriting and model office courses 
being established on an independently arranged basis.
Statement of the Problem
The problem of this study was to develop and test instructional 
materials for use in a third semester typewriting class. The materials 
were used on an individualized, independently arranged study basis and 
were intergrated into the model office concept of instruction.
1
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Purpose of the Study
The purpose of this study was to develop and evaluate material for 
use in the third semester of typewriting instruction at Langdon High Schoc
Each unit was designed to be used on an individualized basis, with 
a minimum of traditional student-teacher contact. With this approach, 
the instructor was to serve as a "goal-setter" and a resource person.
As the students completed each of the work units, they were evalu­
ated by the instructor, by the students, and by other professional staff 
members to determine what revisions, if any, would improve their clarity 
and effectiveness. The units were then rewritten to reflect the 
suggested modifications and are included with this paper.
Heed for the Study
Traditional teaching materials available in the area of typewriting 
and allied business skills do not lend themselves to individualized, 
independently arranged study and integration with the model office 
concept of instruction.
Most of the material available for the advanced typewriting class 
is designed to give a variety of tasks, but the tasks are presented in 
isolation rather than in relationship to the overall flow of work in a 
business office.
West on the basis of a report, "The Effects of Programmed Versus 
Conventional Instruction on Proficiency at Office-Typing Tasks," explains 
that students need large amounts of practice at realistic typing tasks, 
and that such instructional focus appears to be at no cost to the copying 
skills measured in Civil Service and other employment tests.
•̂ -Leonard J. West, "Reversed Instructional Procedures for Vocational 
Typing Tasks," Delta Pi Epsilon Journal, XIV (February, 1972), p. 35.
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In explaining the vocational function of business education in
North Dakota Schools, the state curriculum guide states:
It is deemed the vocational phase of business education is 
directed toward acquiring skills, knowledges, abilities, 
and attitudes important in securing and serving "beginning" 
jobs in business.2
The curriculum guide states that the " . . .  occupational program 
should be related to the needs of business. Therefore, the business 
curriculum must be flexible and sensitive to changes in business."^
The implication is that the individual courses that a student enrolls 
in are only as valuable as the overall "occupational program" offered 
by the school.
Flemmons, Carr-Smith., and Watts concur with the importance of 
developing a program rather than discoimected courses. They state that 
ideally there should be no disconnected courses; instead there should be 
programs of clerical and secretarial training. Business educators 
should integrate their efforts and knowledge to present a total offering 
and preparation. "It would be as if the content were one consecutive 
program and the courses were without titles. Ultimately the department 
would go to learning activities instead of courses,
Poland challenges teachers to reject the idea that " . . .  all 
students must do the same thing, in the same manner, at the same time
F. Peterson, Business, Office, and Distributive Education for 
North Dakota Secondary Schools (Bismarck: State Department of Public 
Instruction, 1972), p. 7.
3Ibid., p . 9.
^Martha Flemmons, Norma Carr-Smith, Jo Watts, "Teaching Designs 
for Varied VOE Programs," Business Education Forum, XXVIII (May, 1973),
p. 20-22.
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and in the same class." He further explains that when teachers reject 
this "locked-course" concept they will be able to accept the simulated 
office education program.-*
While business educators should work towards the development of 
vocational programs as opposed to vocational classes, care must be taken 
to avoid an assembly line approach. Wagoner in discussing individualized 
instruction explains that when a wide range of abilities, interests, and 
prerequisite knowledge and skills is present in a class .individualization 
is desirable. **
Erdling contrasts individualized instruction with traditional 
instruction on the basis that it is oriented toward the child. He says 
that once the appropriate learning experiences are identified, instruction 
is mainly self-directed, self-administered, and scheduled, within the 
school's time constraints at a time convenient to the learner.^
The two educational concepts— the simulated model office and 
individualized instruction— can be united into one educational program, 
while continuing to meet the objectives of each plan. As was noted 
b e f o r e , . . . individualized instruction is essential to a degree in 
any vocational office education program because students have a fairly 
wide choice of career goals within the office occupations."^
-*Robert Poland, "Various Types of Simulated Office Programs," 
Business Education Forum, XVIII (May, 1973), p. 22-24.
^George A. Wagoner, "Individualizing Instruction: When and How, 
Business Education Forum, XXVII (May, 1973), p. 27-28.
7 Jack V. Erdling, "Educational Objectives and Educational Media," 
Review of Educational Research, XXXVIII (April, 1968), p. 177-94.
^Flemmons, et al., "Teaching Designs for Varied VOE Programs,"p . 20.
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At the same time the model office concept can aid in the development 
of proper attitudes and work habits such as cooperation, courtesy, self- 
control, consideration for others, neatness, willingness to work, pride 
in a job well done, ability to get along with others, and acceptance of 
responsibility.^
"The essence of the planning is to develop instructional units 
that are maximally meaningful to the student and maximally effective 
in the use of time, space, and personnel.
Delimitations
This study was delimited in the fallowing ways:
1. The development of instructional units related only to the 
third semester typewriting class.
2. The instructional units were designed to meet the course 
description as stated in the student handbook for Langdon High School, 
and to obtain the objectives for vocational office education as out­
lined in the 1973-74 "Program Justification" and the "Langdon Five-Year 
Plan for Vocational Education" as submitted to and approved by the State 
Board for Vocational Education.
3. Criticism of the material developed was based on the evalua­
tions made by the students who used the material, the supervising 
principal, other members of the business and office education department 
staff, the local Citizens* Advisory Committee for Vocational Education, 
and on th- basis of a study of current literature published in various 
professional business and vocational education journals.
^Daniel G. Hertz, "Are Ve Making Robots Out of Our Typewriting 
Students," Business Education Forum, XXVII (December, 1972), p. 27.
■^Robert F. Mager and Kenneth M. Meach, Jr., Developing Vocational 
Instruction (Palo Alto, CA: Fearon Publishers, 1967), p. 62.
— ^ — — — — 1 ^ — —
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4. No attempt was made in this.study to compare the results of 
this method of instruction and the effectiveness of the more traditional 
methods of advanced typewriting instruction.
5. The units of instruction were developed for use in relation­
ship to the equipment available at Langdon High School and to meet the 
scheduling situation present at that school.
Definition of Terms
Most of the terms used in this study have the same definition and 
connotation as they have in general Business and vocational education 
usage. Some of the definitions have been expanded or limited to meet the 
particular needs of this study. In addition, certain terms have been 
developed to reflect the use of this project in the Langdon High School.
Cardinal Business Service is the vehicle of simulation used in 
this study. CBS is operated by the advanced business education classes. 
Input Into CBS comes from various departments within the school, through 
the use of the North Dakota Occupational Models and published practice 
sets and simulations.
InT-Service Training is similar to company on—the-job training. In- 
service training is used to refine skills previously learned and to 
develop new skills as the need arises during the simulation phase of the 
course.
Pre-Service Training is used to review the typewriting skills 
learned in the first year of typewriting and to provide basic working 
skill in the use of voice transcription machines and duplicating machines. 
Pre-service training takes place before the students enter the simulation 
phase of the course.
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Supervisor. The teacher assigned to the Typewriting III class.
Independently arranged study is the use of individualized instruc­
tional units. The student completes the units at a time agreed upon by 
the supervisor and the student. There are no formal class meetings.
Office Handbook. The office handbook describes the various phases 
of the Cardinal Business Service. Included are the description of the 
various positions within the company, organizational charts and a work
flow chart
CHAPTER II
Procedures and Instructional Units
In preparing the material for this study, the author began by 
reviewing various articles in professional vocational and business 
education journals to determine if this type of instruction had been 
used before and if it had met with success. In addition to material 
related directly to business and vocational education, articles and 
books related to goal analysis and Instructional objectives were 
reviewed.
After determining that this type of instruction was practical, a 
detailed description of the course objectives was prepared. This was 
accomplished by reviewing the requirements as outlined in the guide for 
business, office and distributive education for North Dakota schools, 
and advanced typewriting textbooks. In addition, comments from the 
local Citizens’ Advisory Committee for Vocational Education indicated a 
need for developing composition skill in beginning office employees.
The units of instruction ware written to meet the objectives for 
the third semester typewriting program. The basic steps used in prepar­
ing the units x?ere: (1) the selection of related reference material for 
student use; (2) the development of detailed performance objectives; (3) 
the preparation of learning activities and testing material; and (4) the 
development of an appropriate evaluation instrument for each unit.
Before the units could be used, it was necessary to inform various 
groups of people— school administrators, parents, and students— about
8
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this type of instructional program. This was mainly accomplished 
through the use of written communications.
On the first day of school, a letter was mailed to the parents 
(exhibit A). This letter was designed to inform the parents of the 
selection of vocational office education as an area of study by their 
child and to give a brief explanation of the Typewriting III program.
Also on the first day of school, each student was given a copy of 
the course outline and the procedures for student evaluation (exhibits 
B and C). On the third day of school all the students enrolled in 
Typewriting III and Model Office met and were presented with a copy of 
the student handbook for "Cardinal Business Services." The handbook and 
the overall operation of the CBS were explained to the students. In 
addition a presentation was made explaining the vocational office 
education program. Also the president of the local Future Business 
Leaders of America explained the purposes of that organization.
Following the orientation session, the students began work on the 
instructional units. The units were evaluated during the semester by 
the instructor, the student, and the administration. On the basis of 
the evaluations the units were rewritten. They are included with this 
study.
MEMBER OF THE NORTHCENTRAL ACCREDITING ASSOC
OFFICE OF HIGH SCHOOL PRINCIPAL Langdon, N orth  D akota 58249
August 29, 1973
Dear Mr. and Mrs.
We are very pleased that your daughter has elected to participate in the 
vocational office education training program. The vocational office pro­
gram is designed to give the participants the skills they need to secure - 
entry level jobs in a business office and an understan-iing of the 
characteristics needed to succeed and advance in the business world.
In order to best develop the skills and characteristics necessary to meet 
this objective, the Langdon school system is engaged in a cooperative 
training program with many businesses in the county. During the senior 
year, we place students in a "training station." The students are paid 
for the work they do while receiving training from both the school and 
the employer. To prepare the students for this cooperative experience, 
we must provide background training during the sophomore and junior years. 
To provide this high degree of specialized instruction the business and 
office education classes will, in many cases, not meet on the traditional 
school schedule nor will the classes be conducted in a traditional manner.
For example, your daughter is enrolled in our third semester typewriting 
class. Our objectives in the class will be to review the various type­
writing skills acquired in the first year of typewriting instruction, 
develop a working knowledge of duplicating machines as related to the 
typewriter and develop skill in the voice transcription machines. Because 
this class will require the use of specialized equipment, the students wil 
meet to "practice" at a time that is convenient for them as well as when 
the equipment is available.
The "office attitude" development will come through applying these new 
skills to various "real" jobs for the school staff. These provide the 
students with an understanding of the statements like, "Deadline," "It 
will be mailed," and "I will not mail that over my signature."
Your daughter has determined that she wants to develop a vocational skill. 
This skill will be of benefit to her if she enters the full-time job 
market after high school or if she secures advance training at the post- 
secondary level.
If you have any questions about the program, the educational progress of 
your daughter, or any other school related question, please call on us.
Yours truly,
(((This letter is mailed to each sophomore 
or junior enrolled in a vocational business 
Gary D. Rath, Instructor course. It is modified to meet the needs
Office Education Department of each student.)))






Course Description: Typing III is a third semester of typewriting 
designed to expose the student to the use of the typewriter in a business 
atmosphere and in relation to other office equipment such as duplicating 
machines and voice writing machines. In addition the course will give 
the student an opportunity to compose material at the typewriter and use 
various business forms.
Time Requirements: Each student is expected to devote six-hours of time 
to this course each week of the semester.
Cardinal Business Services: The Cardinal Business Services will operate 
as a service to the school and as a vehicle for simulating various 
"positions" available in North Dakota businesses.
Pre-Service Training; Before you may begin full-time work for Cardinal 
Business Services, you will have to review basic typewriting procedures 
and become familiar with the typewriter as related to various other 
business machines.
In-Service Training: During your employment experiences you and/or your 
supervisor may discover that you need some special review or advanced 
training in some specialized area. Your supervisor has special individ­
ualized material available for this purpose. Some "in-service" training 
may be the viewing of films, field trips, reading, special reports, etc.
Orientation: A special session designed to oriente you to this course, 
vocational office education and the Cardinal Business Services will be 











Review of Basic Letter Style and Parts
Composing Business Letters
Review of Tabulation Typing
Typing Spirt Masters
Typing Stencils
Using the Typewriter and the Voice-Writing Machine
North Dakota Occupational Models
Selected Stenographic Service for the School





Because this is a vocational office education class, the evaluation of 
the students will be based on standards that would apply in a business 
office. Evaluation of employees in a business office is more subjective 
than objective in nature. It has been referred to as professional bias.
Such things as cooperation, courtesy, self-control, consideration for 
others, neatness, willingness to work, pride in a job well done, ability 
to get along with others, and acceptance of responsibility will be con­
sidered in determining the grade.
Evaluation and report forms of various types will be used during this 
course. Most of the forms have the requirement that the student and the 
teacher-supervisor meet and discuss the reasons for the comments. As a 
result of these conferences, the student should understand what his grade 
is and what he has to do to improve to the next grade level.
Pre-(in) Service Evaluation Forms will be completed by both the student 
and the class supervisor after the units have been completed. The forms 
ask that both the student and the teacher assign a letter grade to the 
work done in the unit. The grade will be based on how well the student 
has met the performance objectives listed in the beginning of each 
instructional unit.
Work Schedule Forms showing the days and periods the student will be 
working the following week. This form is due in the supervisor's office 
by the beginning of the fourth period on Friday. If you fail to turn in 
this form, it will be assumed you will be working the same schedule as 
the previous week. This form is used to take role for the teacher's reco 
and for the school's official records.
Weekly In-School Work Reports give a brief description of the work you 
complete during a week. This report is due at 8:30 a.m. each. Monday.
When you are doing work of a service to the school attach examples 
(copies) of your work when possible. This form has a space for instructo 
comments. The students will be given an opportunity to see and disduss 
any comments made.
Tests are included in the performance objectives of some of the pre­
service instructional units. In addition a test will be given at the 
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LANGDON HIGH SCHOOL 
LANGDON, NORTH DAKOTA
THE CARDINAL BUSINESS--SERVICE IS AN ORGANIZATION-WHICH WILL 
PROVIDE BUSINESS-AND OFFICE EDUCATION-STUDENTS WITH AN OPPOR­
TUNITY TO EXPERIENCE-THE USE OF BUSINESS SKILLS- IN AN ATMOS­
PHERE WHICH IS SIMILAR TO THE REAL BUSINESS OFFICE,
CBS will be managed By the OFFICE SUPERVISOR (your teacher).
The day-to-day operations of the company will be directed by the
OFFICE MANAGER (a- Student). Other positions to be filled by
students include bookkeepers, stenographers, and clerk-typists.
The students will be placed in a position on the basis of previous 
training and career objectives. Students will rotate into various 
positions during the school year.
The CBS will provide business services to the school staff and other 
student organizations. In addition, students will be allowed to explore 
various career opportunities through the use of input of the North 
Dakota Occupational Models.
WORKWEEK
The Cardinal Business Services workweek is from Monday to Friday. Each 
Friday morning you will turn into the office manager your availability 
schedule for the following week. You should always schedule your time 
for at least five hours. Remember periods 4, 5, 7, and 8 are the best 
periods to work.
TIM E. CARDS.
You are to indicate the time you xvorked, type of work or inservice 
training you completed during the week. These are prepared in duplicate 
and placed in the Supervisor's box by 3:45 p.m. each Friday.
IN-SERVICE TRAINIMG_ ,
In-service training will be designed to meet the needs of each employee. 
The training sessions are arranged, developed and assigned by the Office 
Education Staff to help each employee improve some office skill.
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Also from time-to-time special training sessions will be held for all 
staff members. Field trips may be used as in-service training. Films, 
field trips, film strips, and records may be made available.
PRE-SERVICE TRAINING
Before you may begin full-time work for CBS/ you maY be required to 
complete a "pre-service training period." This will depend on your 
skills and the positions you will be working in.
O F F I C E  P R A C T I C E S
EACH EMPLOYEE-IS AN- IMPORTANT PART IN THE SMOOTH OPERATION OF 
ANY OFFICE.-- COURTESY AND-SIMPLE GOOD-MANNERS-ARE ESSENTIAL 
WHEN MANY-PEOPLE WORK TOGETHER. CERTAIN OFFICE PRACTICES MUST 
BE FOLLOWED.
^ nVo n er k  i s  C0NFIDENTrAL AND SFIOl°  N0T BE d is c u s s e d  w it h
DECORUM.
Your conduct should be that of a business person at all times. Such 
conduct does not include loud and boisterous conversation, sitting on 
desks, constant moving about, or other acts which disrupt others.
HOUSEKEEPING
To do an efficient job, you should keep your work area neat and orderly. 
Only those materials necessary to do the job at hand should be on your 
desk.
EQUIPMENT AND SUPPLIES.
Machines and other equipment represent a big investment. Listed below 
are some general rules to follow:
*operate only those machines with which you are familiar,
*report any operating problem to the office supervisor.
*tum electrical equipment off before leaving the work station. 
*retum all unused supplies to the proper place.
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WORK PROCEDURES
-Check instructions carefully on the work, orders before beginning 
the order. Redoing a job because the instructions have not been 
followed is much more time consuming and tamper-triggering than 
asking questions beforehand.
-Check the delivery or mailing date on all work orders. It is 
senseless to do a job for the day after tomorrow before completing 
those that must be completed and delivered today. Keep things in 
their proper perspective.
—Check the rush order basket and your mail box periodically. Don’t 
neglect our customers or a "rush” order!
-When a work order is completed, put it in the office manager’s 
basket unless directed differently. Do not interrupt other people’s 
activities by visiting. Comment only if it is necessary,to explain 
some aspect of the job to be done. Remember: When you are visiting, 
twice as much is not being done!
-Study the flow chart which shows how a work order is completed. 
-Study the work order form that is attached.
-Study the CBS Organizational Chart that is attached.
A T T E N D A N C E
IN ORDER TO RECEIVE-ONE UNIT-OF CREDIT IN-ANY COURSE ASSOCIATE 
WITH THE CARDINAL BUSINESS SERVICE, A -STUDENT MUST COMPLETE A 
MINIMUM OF 180-CLOCK HOURS OF-EITHER APPROVED -WORK EXPERIENCE 
OR DIRECTED TRAINING-ACTIVITIES. ANY ABSENCE, EXCUSED OR 
UNEXCUSED, MUST BE MADE UP.
ONE-HALF CREDIT COURSES REQUIRE 90 CLOCK HOURS OF EITHER 
APPROVED WORK EXPERIENCE OR DIRECTED TRAINING ACTIVITIES.
E V A L U A T I O N
EVALUATION-OF STUDENTS WILL BE BASED ON STANDARDS THAT APPLY 
IN A BUSINESS OFFICE. EVALUATION OF EMPLOYEES IS OFTEN MORE 
SUBJECTIVE THAN OBJECTIVE IN NATURE. IT HAS BEEN REFERRED TO 
AS PROFESSIONAL BIAS.
SUCH THINGS -AS COOPERATION, COURTESY, SELF-CONTROL,- CONSIDERA­
TION FOR OTHERS, NEATNESS,-WILLINGNESS TO WORK, PRIDE IN A JOB 
WELL DONE, ABILITY TO GET ALONG WITH OTHERS,- AND ACCEPTANCE OF 
RESPONSIBILITY WILL BE CONSIDERED IN DETERMINING THE GRADE.
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EVALUATION- AMD REPORT FORMS OF VARIOUS TYPES WILL BE USED. 
MOST OF THE FORMS HAVE THE REQUIREMENT THAT THE-STUDENT AND 
THE TEACHER MEET AND DISCUSS THE REASONS FOR THE COMMENTS. 
AS A RESULT OF THESE CONFERENCES, THE STUDENT SHOULD UNDER­
STAND WHAT HIS GRADE IS AND WHY.- ALSO-THE STUDENT SHOULD 
KNOW WHAT HE HAS TO DO TO IMPROVE TO THE NEXT GRADE LEVEL.
EXAMPLES OF MOST-OF-THE FORMS A 
STUDY THEM CAREFULLY. NOTE I HE
LET.
TESTS ARE INCLUDED IN THE PERFORMANCE -OBJECTIVES OF- SOME OF 
THE TRAINING. UNITS.- IN-ADDITION-A TEST WILL BE-GIVEN AT THE 
END OF THE NINE-WEEK PERIOD. THE TESTS MAY INCLUDE TIMED- 
PRODUCTION ACTIVITIES.
C O U R S E  E V A L U A T I O N
Each student associated with the Cardinal Business Service will be asked
to make Both written and oral evaluations of the program. The evaluation 
of the students will Be an important factor in any changes made in the 
organization of the entire Business: and Office Education program.
FUTURE BUSINESS LEADERS OF AMERICA
FBLA is a local, state and national organization of students enrolled in 
vocational Business and office education programs. FBLA provides the 
student with an opportunity to develop leadership skills needed to Be 
successful in the Business world. Membership in FBLA is recommended, but 








CARDINAL BUSINESS SERVICE 
Work Schedule Form 
For the week starting Monday, ....
Day/period 1 2 3 4 5 6- 7 - 8





Place a check mark in the periods that you will be working 
for the week indicated. Remember that you are required to 
work five hours per week. This form is due in the 
supervisor’s office on Friday morning.
Name Course __
BUSINESS AND OFFICE EDUCATION DEPARTMENT 
WEEKLY IN-SCHOOL WORK REPORT
STUDENTS! Complete this report each week. It must be turned into 
your instructor by 8:30 a.m. each Monday. Attach examples (copies) of 
work completed when possible.
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BUSINESS AND OFFICE EDUCATION DEPARTMENT 






Description: (Memo, study guide, letter, etc.)
Instructions (Style desired)
Number of copies ' _____ ' ' Date need a d ______ '-A*********************************************************************************^********^
Order Rec*d by __........ .................' ' ~ '_______________________
Approved by ' .....................  Date '______' ______
********************************************************************************************
Student _____ ]__________________ ' ______' Hours '__________’
Student .............. ...................  Hours...............
Student ..............  .... Hours __________________
Continue on top half of back
********************************************************************************************
Materials Used: (list in detail)
!;*******************************************************************************************
EVALUATION;
School Staff Members: please complete the top portion and turn it in to 
the Business•and Office Education Department. The evaluation should be 
returned as soon as possible after the job is complete.
B y ______________________________
REVIEW OF BUSINESS LETTER STYLE AND PARTS
Performance Objectives
1. The student shall make every effort to complete this unit in 
five class periods,
2. The student shall be able to identify, list, compare, contrast, 
and use the terms related to business letter styles, parts, and 
special notations as found in Section 14 of Reference Manual 
for Stenographers and Typists, 4th ed, by Gavin and Sabin.
3. The student shall be able to select preferred business styles 
for the various parts of business letters as outlined in 
Section 14.
4. The student shall select three letters from an advanced type­
writing textbook. The three letters shall be typed, with no 
uncorrected errors, illustrating the following letter styles—  
blocked, full-blocked and simplified. The letters should 
illustrate as many of the business letter parts and notations 
as possible.
5. The student shall name the letter style used in objective 
number two. The correct name for each letter part shall be 
indicated on the letter.
6. The student shall complete with at least 80 percent accuracy 
an objective test covering Section 14 of the Reference Manual 
and the other performance objectives.
7. The student shall complete the evaluation form provided and 
meet with the class supervisor and determine the unit grade.
, ||T. i[f v . . . .
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BUSINESS LETTER STYLE. AND PARTS 
(Objective Test-Form #1)
Part I— TRUE/FALSE--On the answer sheet indicate the name of this test,
form number, and course title. Indicate the true answers by placing a 
large "X" in the "A" column and the false answers by placing a large "X1 
in the "B" column. DO NOT WRITE IN THE TEST BOOKLET,. '
1* When using a typed return address for a business letter, type the 
date line above the city and state.
2. In military correspondence, "15 September 73" would be a correct 
date line.
3. If a letter is confidential, the notation "PERSONAL" or "CONFIDENTL 
would be typed above the date line.
4. The inside address is typed on the fifth line below the date.
5. A name containing the prefix "0" is typed like "OBrien."
6. When you do not know if a man has a special title, typing "Mr. Jam-s 
Moses" would be correct for the inside address.
7. If there is no way to determine whether the person being written to 
is a man or a woman, use no title in the inside address,
8. If there is no way to determine the marital status of a woman, use 
the title "Ms." in the inside address.
9. North, South, East, West and other similar words should be 
abbreviated when they appear before a street name such as in 
"N. 23 Street."
10. When addressing an envelope, the city, state and zip code should be 
typed on two lines.
11. The correct postal abbreviation for North Dakota is "N. Dak,"
12. It is recommended that the same style of addressing be used for both 
the letter address and the envelope address.
13. The attention line on a letter should be typed a double space below 
the inside address.
14. "Re" is often used to indicate subject in legal correspondence.




16. A company signature is . typed a double-space below the complimentary 
close.
17. The first letter of each word in the complimentary close should be 
capitalized.
18. Reference initials are usually typed at the left margin, on the 
second line below the dictator's name and title.
19. When typing a business letter for yourself, type the reference 
initials.
20. On the second page of a letter use wider margin stops than on the 
first page.
21. Never place only the complimentary close of a letter on the second 
page of a letter.
22. The blocked and semihlocked letter styles are the most popular 
letter styles in use by American businessmen.
23. It is proper to place a semicolon after the salutation of a 
business letter.
24. When using the standard (mixed) punctuation pattern, you place a 
colon after the salutation and a comma after the complimentary 
close.
25. When you use a blocked letter style, you type all the parts of the 
letter on the left margin.
26. The full-blocked style of letter is faster to type than the blocked 
style.
27. The AMS letter style is the same as the simplified letter style.
28. The salutation is omitted from an /MIS style letter; while the 
complimentary close is typed at the left margin.
29. The hanging-indented style of letter is commonly used in business 
letters.
30. Standard letterhead paper is 8 1/2" by 11 1/2".
31. Baronial letterhead paper is 5 1/2" by 8 1/2".
32. It is the job of the secretary or clerk-typist to check that the 
proper enclosures are placed in the envelope before mailing.
33. A letter of less than 175 words is considered a short letter,
34. A letter of over 200 words would he considered a two-page letter.
A postscript should not be used in a business letter.35.
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PART XI— YES/NO--On the answer sheet indicate the yes answers by
placing a large "X" in the "A" column and the no answers by placing 
a large "X" in the "B" column.
36. Is "December 13, 74" a correct method of typing a date line of a 
business letter?
37. If you are writing to a medical doctor, is it correct to type 
"Mr. J. A. Moses, M.D." for the inside address?
38. Would "Dr. George W. Smith, Fh.D." be correct for an inside address'
39. Is the address "Main and Fifth Street" typed correctly-?




41. Is "C.C." a correct example of a carbon copy notation?
42. Are "bbc" notations typed a double space below the enclosure notatioi
43. When typing a large envelope, is the first line of the address typed 
on line 14?
PART III---MULTIPLE CHOICE---Indicate the better business style for each
of the following by placing a large "X" in the appropriate square of 
the answer sheet.
44. The signature for an unmarried woman---
A. Sincerely yours, B. Sincerely yours,
45. In the salutation of a letter being mailed to a woman business leader
Jane Jones (Miss) Jane Jones
A. Dear Miss: B. Dear Madam:
46. The signature for a man
A. Yours truly, B, Yours truly,
(Mr.) James T. Smith James T. Smith
47. When using a separate attention line
B. Dear SirA. Gentlemen
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48. In a street address used as part of
A. 27 East 22 Street B.
49. In an inside address"--
A. Langdon, N. Dak. 58249 B.
50. As an example of mixed punctuation
A. Dear Mr. Johnson B.
an envelope address 




BUSINESS LETTER STYLE AND PARTS 
Evaluation Sheet
Both the student and the class supervisor will complete this form as th 
seventh performance objective of this unit. The students will note tha 
some of the performance objectives do not require "projects" to be handi 
in to the class supervisor; however, the student may determine that the 
objective can best be reached if written material Is prepared. If
written material is prepared it should be noted on the comments section 
next to the performance objective number. A grade for the unit will be 













5. Test (No. )
GENERAL COMMENTS:
LETTER GRADE
STUDENTS:. You are encouraged to comment on the structure of this unit. 
For example: How could the performance objectives be made clearer?
Completed by ................. ................■............... . .....]'
(Student or Supervisor)
Date ' ' ______'





1. The student shall make every effort to complete this unit in 
10 class periods.
2. The student shall become familiar with the outline for business 
letters which is part of this unit.
3. The student shall compose, type in acceptable business form 
ten letters as instructed on the accompanying material.
4. The student shall present the letters to the Instructor as 
they are completed for evaluation.
5. The student shall complete the evaluation form provided and 
meet with the class supervisor and determine the unit grade.
Please note that all letters you write for Mr. Rath should be 




GUIDE TO COMPOSING BUSINESS LETTERS
Business letters are a reflection on the character of the person who 
signs the letter. They should be written in such a manner that they 
reflect the positive points of the person. Most business letters shoul 
be at least three paragraphs in length. The outline below is intended 
only as a guide. The first and last paragraphs should be limited to 
one paragraph. Avoid making any paragraph more than seven lines in len
I. Introductory Paragraph
A. State the purpose of writing the letter
B. Identify the signer*s position, if necessary.
C. Refer to an account number, file number, etc., if possible.
D. Refer to previous communication (date of letter, telegram, 
telephone call, or personal conversation), if possible.
II. Details of the message
A. Expand on the purpose of writing the letter.
B. Present any details necessary to communicate the purpose of 
writing the letter.*
III. Closing Paragraph
A. State the action you anticipate on the part of the person 
receiving the letter.
1. Please answer the letter.
2. Send the requested merchandise by a certain date.
3. Prompt action is required.
B. End in a friendly, positive statement.
1. Do not end with the words "thank you" as one sentence.
31 Letter No. 1
*■  ...• O f v i c e  o f  t h e  M e y o r
September 197-
Mr. High School Student, President 
Sophomore Class 
Langdon High School 
Langdon, ND 5824.9 .
Dear Mr. Student:
Thank you for your letter inviting me to ride on your home­
coming float on October 2., Because of a previous appointment 
on that date, I will not be able to accept your invitation.
I would like to suggest to you that you extend an invitation 
to the senior member of the cltjr commission, Mr. James A. 
Smith. Mr. Smith will be available on October 2..
Again thank you for the invitation. I would suggest that you 
contact Mr. Smith this week.
Yours truly,
Allan A. Robertson, Mayor 
City of Langdon
(((You received this letter. An answer to Mr. Robertson is 
not necessary, however, you should write to Mr. Smith extend­
ing the invitation to him. The parade starts from the school 
at 2 p.m. and Mr. Smith should be there hy 1:45 p.m.)))
32 Letter No. 2
gj as a  b* s  a s s  as
714 M ason Building New York, NY 10061
Sep tem ber 8 ,  1 9 —
Mr. High School Student, President 
Sophomore Class 
Langdon High School 
Langdon, ND 582*19
Dear Mr. Student:
We will not be able to provide you with the fund raising 
material your class requested by September 15.
If you so desire, we will send you the ABC. Fund Raising Kit 
for use starting about October 15. This delay was made 
necessary by a breakdown in the plant of one of our major 
suppliers.
We believe that you will still turn in a good profit if you 
sell our special student kit. In addition to the material 
you ordered, we would like to suggest that you use our 
special Halloween items. These items would give you an 
additional profit of $150. They are easy to sell candy and 
decorations appropriate to the season.
We have enclosed a self-addressed, stamped envelope for your 
convenience in informing us of your desire to continue in the 
profit making ABC Fund Raising Kit.
Yours truly,
James A. Hanson, Manager 
Sales Department .
(((You received this letter. As president of the sophomore 
class you will answer this letter explaining that your class 
wants, to continue its association with the ABC Fund Raising 
Company. However, you must.have the supplies by no later 
than the' October 15 date they have promised.)))
.u
33 Letter No. 3
DAR CHAPTER 2 6 5
L A N G D O N ,  NORT H DAKOTA 5 8 2 4 9
Mr. Bill Johnson 
Public Relations Department 
U. S. Army-MSR Site - - -
Nekorna, ND- 58345'
Dear Mr. Johnson,
We would like to invite you to speak to the Langdon Chapter 
of the Daughters of the American Revolution on Thursday, 
October 24 at 12:30 p.m. in the meeting room of the Embers 
Steakhouse.
We would like you to explain the value of the ABM Complex 
to the defense of our "American Freedom." The meeting will 
be a luncheon meeting and we would like you to speak for 
about 45 minutes.
If you can accept our invitation, please call me at 256-2667 
or 256-5291 at your convenience.
Ynnrs +-T"ii1v-
Mrs. Sal̂ fy Short, President 
Langdon*Chapter of DAR
(((Mr. Johnson received this letter yesterday and you, as his 
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are employed as the secretary for Mr. Alvin A. Gylin, Manager c 
^  reality Lumber Yard In Langdon. He has given you this memo. Writ 
-s. ^y^ropriate letter.)))
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H3  & L H T V  
H  U  M B
Box 749
Langdon, ND 58249
E R W B G E Alvin A. G ylin, M anager
Letter No, 5
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CCCYou are the secretary to the credit manager for the Adams Department 
Store at 123 North Third Street in Langdon. The Credit Manager^ name 
is Mr. Fade Hins. When you checked Mrs. Morganrs file you found that 
she has been sent four past due notices.)))
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£ P A R 7 M E N T
123 W est Main Street, Langdon, North Dakota
CREDIT DEPARTMENT

39 I Letter No. 7
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Letter No, 9
The. following ad appeared in a local newspaper.
HELP WANTED: Clerk-typist needed for part-time and summer work. 
Apply to Personnel Director, Johnson Construction Company, Box 
731, Langdon, ND 58249, State experience and references.
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Letter No. 10
As the chairman of the committee for the Future Business Leaders of 
America, Langdon Chapter Fall Membership Tea, you are to write a letter 
to Mr. Duane Otto, Manager of the Cavalier County Rural Electric Coopera­
tive, Langdon, North Dakota, thanking him for being your guest speaker. 
His topic was "The Role of Vocational Education in a Rural Community." 
You will want to note that his remarks were well received. You may also 
want to thank him for all his service to vocational education in Langdon 
as chairman of the Citizensr Advisory Committee for Vocational Education. 
The tea was held at the high school last night.
COMPOSING BUSINESS LETTERS
Evaluation Sheet
Both, the student and the class supervisor will complete this form as 
the fifth performance objective of this unit. Only the fourth 
performance objective must be turned in to the class supervisor.
For this reason only this objective is listed. Please comment on 
the other objectives under the general comments section. A grade 
for the unit will be determined after the class supervisor and the 
student have met and compared evaluation forms.
Letter .......
Number Comments
1 .......................... ................... ........
2 : . .................................... .................
3 ....................■..............■• • • •.............................................................................
4  __________________________________________________
5 ........................................  ......
6  __________________________________________________
7 ■ .................. ...............................
8 ■ ........■............................. ................
9 ......... ..........................  ...........
10 ............................... .............. ....................................... .............................................
GENERAL COMMENTS:
LETTER GRADE
STUDENTS: You are encouraged to comment on the structure of this unit.
Completed by 
***
(student or supervisor) 
a a a  a a a  a a a AAA
Conference Held Final Grade
Date
REVIEW OF THE TYPING OF TABLES
Performance Objectives
1. The student shall make every effort to complete this unit in 
five class periods.
2. The student shall be able to identify, list, contrast, compare 
and use the various terms applied to the arranging and typing 
of Business tables as found in Section 17 of the Reference 
Manual.
3. The student shall be able to type from arranged form business 
tables from a typewriting textbook. It must contain a column 
head.
4. The student shall be able to type from unarranged form a 
business table in an acceptable business style.
5. The student shall be able to gather data and present the 
material in the form of a typed table.
6. The student shall be able to perform the objectives listed in 
a test situation and complete with 80 percent accuracy an 
objective test over the material outlined in Section 17 of the 
Reference Manual.
7. The student shall complete and present to the supervisor a 
booklet of the six tables.
8. The student shall be able to construct a business letter which 
contains a table.
9. The student shall complete the evaluation form provided and 
meet with the class supervisor to determine the unit grade.
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Table 1
Type the table indicated in performance objec tive.numb er 2,
Table No*
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Select a school organization of which you are a member and prepare 
a table giving the following information:
Name and position of each officer.
The year of the officer in school.
The home telephone number of each officer.
Table #6
You have found that you have frequent communications with the 




Grand Forks - •








Rapid City, S. Dak.
REVIEW OF THE TYPING OF TABLES 
Evaluation Sheet
Both the student and the class supervisor will complete this form as the 
ninth performance objective of this unit. Only the typed tables and the 




2. . ....................................  ______
3. ............. ...■•••••............... ......
4. ................................ ..... ...
5. • • ;......■ ■ ■... •...... •"•••••.......... .....




Students: you are encouraged to comment on the structure of this unit.
Completed by ____________________ — ------------ ----------------(student or supervisor)
*** *** *** *** *** 
Conference Held____________  F1"al --------- -
Date
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INTRODUCTION TO TYRING STENCILS
Performance Objectives
1. The student shall make every effort to complete this unit in 
four class periods.
2. The student shall be able to "cut" a mimeograph stencil.
3. The student shall be able to correct errors on a stencil.
4. The student shall become familiar with the-material outlined
in Sections 1313-1319 of the Reference Manual for Stenographers 
and Typists.
5. The student shall be able to place a handwritten signature on 
a stencil. (See page 35 of Duplicating Machine Processes by 
William R. Pasewark)
6. The student shall be able to determine the approximate cost of 
preparing a mimeograph stencil and the cost of duplicating the 
stencil.
7. The student shall complete the evaluation form provided and meet 




Dr. Elwyn B. Robinson, a professor of history- at the University- of North 
Dakota, will speak at the luncheon meeting of the Langdon Heritage Club 
on Saturday, October 27. The luncheon will be gin at 12:15 p.m. at the 
Embers.
Dr. Robinson who has authored several hooks on North Dakota History will 
speak on the history of the Red River Valley. His topic will include 
his reaction to the construction of the ABM sites in Cavalier and Pembina 
Counties.
Tickets for the luncheon are $2.50 each and are available by calling Mrs. 
Jack Brodie at 256-3481. They will be available until 12 noon on Thursday, 
October 26.
Sincerely yours,
Mrs. Frank York 
President
xx
(((Type this letter on a mimeograph stencil. Correct all errors, In 
place of Mrs. York’s name, use your name as president.)))
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INTRODUCTION TO TYPING STENCILS 
Evaluation Sheet
Both the student and the class supervisor will complete this form as 
the seventh performance objective. The areas of evaluation are:









Conference Held Final Grade
Date
INTRODUCTION TO TYPING SPIRIT MASTERS
Eerformahce Objectives
1. The student shall make every effort to complete this unit in 
four class periods.
2. The student shall he able to type material on a spirit master.
3. The student shall be able to correct errors on a spirit master.
4. The student shall become familiar with the material in sections 
1320-1324 of the Reference Manual for Stenographers and Typists.
5. The student shall he able to place a handwritten signature on 
the spiritmaster.
6. The student shall be' able to compare the cost and quality of 
stencil and fluid duplicating.
The student shall complete the' evaluation form provided and 




Select any letter typed in the business- letter style and parts unit and 




1. The student shall read the operating instructions manual for a 
Norelco 84 Dictating Machine.
2. The student shall be able to transcribematerial dictated at the 
normal conversational rate.
3. The student shall be able to prepare material for dictation.
4. The student shall be able to follow business style directions 
placed on the dictation tape.
5. The student shall perform the following tasks to prepare for a 
"test"' tape covering the objectives 2, 3, and 4.
a. Prepare for practice transcripts of the material dictated on 
Machine Transcription Tape number one. These transcripts 
should be compared to the transcripts provided with the tape. 
THESE WILL NOT BE GRADED, BUT SHOULD BE SHOWN TO TEE CLASS 
SUPERVISOR.
b. Prepare transcripts of the business letters, memos, and 
reports dictated on Machine Transcription tapes two and three.
c. Select five letters from a typewriting text book and dictate 
them onto an empty cassette.
d. From your instructor you will receive a tape prepared by 
another student; prepare transcripts of the five letters on 
the tape.
6. Meet with the instructor following the completion of the tasks 
listed in performance objective five and prepare for a timed test.
7. Meet with the class supervisor and complete the evaluation form for 
this instructional unit.
ju m iia a M w a w  ?. w tiB iiiift 'ttfflM aL t.
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Material Dictated
Tape one. Ten letters ranging in length from 60 to 100 words were 
dictated at a rate of about 80 words per minute. The material that 
was dictated came from various transcription books. The transcripts 
from these letters were not graded.
Tape two and three. These tapes contained a variety of letters ranging 
from 100-125 words in length. Also included was one interoffice memo 
and one two page letter. On this tape special instruction such as two 
carbon copies, a blind carbon copy, air mail, attention and confidential 
notations were included. These letters were graded and were assigned a 
mailable, mailable with reservations and non mailable grades.
Test Tape One. This was a progress test to be used after tape one. It 
contained two short letters which were to be transcribed in a 20 minute 
time period. If the student successfully completed the test in the 20 
minute time period he was allowed to progress to tapes two and three.
If the student failed to meet the performance goal, he was asked to 
repeat tape one for more practice.
Test Tape Two. This was the final test. It contained four short letters 
all of which included a carbon copy. They were required to complete 




COMPOSING BUSINESS LETTERS 
EVALUATION SHEET
The evaluation sheet on this project will be completed at the end of 








**★ "kirk *** ***
Completed by
Conference held Final Grade
date
— i — a n
CHAPTER III
Observations, Recommendations and Summary
The use of individualized, independently arranged study material in 
advanced typewriting instruction proved to be an effective means of 
teaching not only the skill required, but also many of the personal 
characteristics sought in office employees.
The students responded to the freedom of an unstructured class with 
a great deal of maturity. Several weaknesses were, however, observed in 
this approach. At the beginning of the semester the failure to have a 
specified due date for each of the units and to have checkpoints built 
into the performance objectives resulted in the lack of a teacher control 
on the progress of each student.
This was corrected during the first semester by adding as the first 
performance objective in each unit the statement, "The student shall
make every effort to complete this unit in _____  class periods." and by
requiring the student to present his work to the instructor at various 
times during the unit.
Another major weakness in this type of instruction was the failure 
to emphasize speed development. However, West's theory that the students 
need large amounts of practice at realistic typing tasks and that this 
practice appears to be at no cost to the copying skills is justification 
for omitting this instructional practice from the course.--1̂ The students




indicated a desire to redevelop and refine their typewriting skill.
To accomplish this the students were given the first three to five class 
periods to "practice" type. At the end of this practice time, a three 
minute straight copy typing test was administered. The test was evalu­
ated and compared with the students' achievement in first year type­
writing. When the instructor believed that the student had regained a 
sufficient portion of his previous skill, he was given the first unit 
on "Review of Business Letter Style and Parts."
The second unit used was "Composing Business Letters." After this 
unit was completed the students branched into the various other units, 
with three students beginning work on voice-transcription machines and 
two students each on the mimeograph and spirit duplicating units. It 
is at this time that it becomes Important to have a detailed schedule 
of equipment usage posted.
As the result of the evaluation of the material used during the 
school term, it was found that certain units were too limited to be of 
vocational or career exploration value to the students. These units—  
Medical Typewriting, Basic Legal Typewriting and Business Forms— were 
eliminated from the third semester course outline. The topics are, 
however, covered in other office education courses.
When the students completed the required instructional units or as 
they waited for the use of equipment, they began to perform as part of 
the Cardinal Business Service. This proved to be the most interesting 
and rewarding part of the semester. The school staff was invited to 
bring typing to the business education department. When the staff 
member brought work to the department, a work order was completed.
These were screened by the instructor and assigned to a student. All
types of work, except tests, were accepted. The work was varied. From 
the teachers much of the work was duplicating and form typing.
From the administration students received many envelopes to address 
rough draft letters, class and family lists to be compiled, alphabitized 
and typed. This experience proved invaluable. On the evaluation forms 
used at the end of the semester, the students reacted to this experience 
"It was scary to type for Mr. Lewis." "I wish students would print 
their names so we could read them on the registration forms." "It's 
hard to give a letter to someone to sign and mail unless it is just 
perfect."
By the end of the semester some of the students had advanced to the 
point that the superintendent just listed the major thoughts he wanted 
in a letter and the students had to compose the letter.
The cooperation of the school's staff is necessary to make this 
part of the course work. Also the instructor must carefully screen the 
work that is given to the student so that each student receives a 
variety of work and that the work represents that which is found in the 
business office. In addition to the work provided by the school staff, 
the teacher had several clerical office practice sets and simulations 
available. If needed, a job was selected from these, a work order was 
prepared, and the job was assigned to the student.
Also the students were given the opportunity to select any of the 
North Dakota Occupational Models which were of interest to them and to 
complete them as position simulations. However, the students preferred 
the "real" work.
Evaluation of the students' work was difficult. For the most part, 
during the training phase generally accepted grading standards and
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methods for a traditional typewriting class were followed. For example, 
when completing the unit on composing business letters, ten mailable 
letters were given an "A", nine mailable letters a "B" and seven mailable 
letters a "C".
During the simulation phase, the projects were either mailable (A), 
mailable with reservations (B), or not mailable (F) . At the end of the 
quarter the number of projects, the grades, and the type of projects 
were considered. Also considered were the results of a final essay test. 
An example of the questions used is found on page 65. A character and 
attitude checklist was completed by the two instructors who worked in 
the simulation program. This form, shown on page 66, was the same form 
used in the cooperative work experience program.
As the formal evaluations at the end of the instructional units 
and at the end of the quarter were completed, a student conference was 
held. At this conference, the instructor’s evaluation was compared with 
the student’s self-evaluation. The strengths and weaknesses of the 
student were discussed and suggestions for improvement made.
Recommendations for Further Study
The following recommendations for both formal and informal research 
activities are offered.
1. The instructional units should be expanded to include addi­
tional units of typewriting instruction, including those covered in the 
fourth semester.
2. A formal study should be conducted based on West’s premise 
that intensive production typing, without copy typing, has little or no 
effect on the copy skills measured on the Civil Service Test.
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3. A formal study should be conducted comparing the performance 
of students taught in the traditional manner and those using individual­
ized, independently arranged study material.
Summary
This type of instruction is much more time consuming from the 
teacher’s point of view than the more traditional methods of typewriting 
instruction. It requires careful advanced planning along with the 
cooperation and understanding of the school administrators.
The extra work is rewarded, however, when the students make such 
statements as: "I didn’t think I was good enough to type for Mr. Lewis." 
or "Mr. Fast said that he would mail that."
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Examples of Essay and Production Tests Used
You are employed by Mr. James A. Wilson, Advertising Manager for a large 
department store. Mr. Wilson wants to mail a letter to each of the 
store's charge customers. He is undecided if it would be better re­
duplicate the 136 letters on a mimeograph or a spirit duplicator. He
asks for your advice. Prepare a written memo to Mr. Wilson. Compare 
*. ■ • \ 
the mimeograph and spirit processes on the bases of quality, cost, and
ease of use. t
Next week I will not be able to meet with, my beginning typewriting class. 
The class is to study the topic, "Composing A Business Letter." You will 
be asked to present the topic to the class. You should have an outline 
of a good business letter to present to the class and an example of a 
letter written following the outline. Before you teach the class, I 
would like to review the letter and outline.
The following is a schedule of the varsity wrestling team for January. 
Please prepare an appropriate table from the information presented. 
Cavalier, There, Jan. 6; Lakota, There, Jan. 7; New Rockford, Here,
Jan. 13; Mayville Portland, Here, Jan. 16; Walhalla, Here, Jan. 26;
Grand Forks Red River, There, Jan. 27.




EVALUATION OF WORK EXPERIENCE STUDENTS ON THE JOB,
Your constructive criticism enables us to provide better instructional 
training. Please check the following traits as (4) excellent, (3) good, 
(2) poor, (1) unsatisfactory, omitting any that do not apply to the 
student—learner in your office.
PERSONAL TRAITS SKILL PERFORMANCE
Grooming





























ABILITY TO: BUSINESS TECHNIQUES
Follow instructions 
Take criticism 
Attend to details 





Use of telt-:;hone 








GENERAL RATING OF STUDENTS: Excellent, Good, Fair,
Please list any points that should he emphasized in training:
Unsatisf
Rated by
